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List  of  Forms 


in  use  at  branches  and  reading  rooms,  or  of 
interest  for  reference. 

Form  I  I  6         Daily  issue  schedule. 

Form  120/2     Fine  envelope. 

Form  1  2 1         Official  letter  paper.    Two  sizes. 

Form  1  22         "Not  to  be  taken  away"  label. 

Form  123         Seven  day  label. 

Form  125         Deposit  schedule. 

Form  126         Return  schedule. 

Form  I  2  7         Registration  report. 

Form  1  28/2     Registration  slips  for  those  under  I  6. 

Form  1  32         Call  slip. 

Form  1 35  Replacement  card  for  single  perio- 
dical. 

Form  1  39/2     Postal  card,  notification  to  publishers 

that  a  current  periodical  has  not  been  received. 
Form  141         Postal  card   to  notify  applicant  for 

card  that  it  has  been  on  file  one  month. 
Form  143         Notice  of  finable  borrower's  card  to 

be  sent  to  Registration  Department. 
Form  145         Vacation  permit  card. 
Form  147/2     Fnvelope  for  minor's  certificate. 
Form  1 5 1         Postal  card  to  notify  applicant  that 

"Special"  card  has  been  granted. 
Form  1 52  2     Postal   card    for   notifying  borrower 

that  a  book  recommended  by  him  has  been  received. 
Form  I  54         Monthly  report  of  Circulation. 
Form  1 62         Central    Library    "Lost   Book"  stub 

book. 

Form  1  64         "Lost  book"  stub  book. 

Form  165/2  Notification  to  borrower  of  price  of 
book  reported  lost. 

Form  1  66  Report  of  destruction  of  book  on  ac- 
count of  contagious  disease. 

Form  I  68         Statement  of  books  sent  on  deposit. 

Fcrm  1  69  Statement  of  books  returned  from  de- 
posit. 
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Form  171  Report  "In  account  with  Branches 
and  Stations." 

Form  1  72  Report  "In  account  with  Central  Li- 
brary." 

Form  1  73  Fine  book. 

Form  1 80  Complaint  slip,  repeated  failures  to 
obtain  books. 

Form  185/2  Slip  with  registration  number  for  name 

of  card  holder. 

Form  1 86  Postal    card    asking    for  borrower's 

card  to  rectify  mistake. 

Form  207/2  Report  of  accessions. 

Form  208  Receipt  for  accessions. 

Form  2 1  0  Overdetained  card. 

Form  2 1  2  Report  of  receipt  and  distribution  of 

Library  publications. 

Form  225  Fine  notice  book. 

Form  226  Printed  recommendation  card. 

Form-229  Bindery  schedule. 

Form  230  Lost  card  slip. 

Form  232  Book  of  accessions. 

Form  233  Book  of  losses. 

Form  234  "Hall  use"  slip. 

Form  238  Report  of  circulation  (station). 

Form  244  Condemned  card  for  non-fiction. 

Form  254  Postal  card. 

Form  264  Time  report. 

Form  273/2  Messenger  envelope. 

Form  278  Librarian's  "Special  permit"  card. 

Form  280  Messenger  notice. 

Form  281  Borrower's  card. 

Form  283  "Four  day"  label. 

Form  284  Book   cards,    white,   brown,  yellow, 

gray. 

Form  291  /2  Pink  slip,  "Book  issued  for  ....  days 
only." 

Form  293  Bookmark. 

Form  295/2  Registration  slip  for  non-resident  stu- 
dent, with  guarantee. 

Form  298  Envelope  for  non-resident's  applica- 
tion. 

Form  299/2  Registration    slip    for  non-residents, 

with  guarantee. 

Form  309  Condemned  card,  for  fiction. 

Form  310  "Special"  card. 

Form  3 1  1  "Teacher's"  card. 

Form  316  "Please  replace  Card  No." 
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Form  3 1  7 
Form  318/2 

brary. 
Form  319 
Form  333 

school. 
Form  334/2 
Form  335 


"After  careful  search." 
Application  blank  for  position  in  Li- 
Receipt  for  supplies. 
Request  to  have  books  reserved  foi 

Registration  slip. 

Postal  card  reporting  to  borrower  re- 


sult of  application  to  Central  for  book. 
Form  339     Circular    addressed    "To  Masters 
schools." 

Form  348        Circular  to  be  enclosed  with  mai 
messenger  notices. 
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Form  355 

mittee,  filed 
Form  356 

mittee. 
Form  370 
Form  386 
Form  389 
Form  392 


Card  of  member  of  Examining  Com- 
at  Central. 

"Special"  card  of  Examining  Corn- 


Report  of  use  of  book. 
Requisition  blank. 
Pictures  for  schools. 
Notice  sent  to  cardholder  from  Central 
Library  when  there  is  a  case  of  contagious  disease 
in  family. 

Form  393  Notice  sent  to  cardholder  from  Central 
Library  when  house  has  been  disinfected  and  card 
may  be  used. 

Form  399  Private  mailing  card  on  which  bor- 
rower asks  to  have  book  sent  from  Central  Library. 

Form  403         "This  book  is  not  in  good  condition." 

Form  406  Application  blank  for  "Teacher's"  cr 
"Special"  card. 

Form  442/2     Summer  privilege  application. 

Form  463        Call  slips,  manila  and  pink. 

Form  464        Receipt  for  pictures. 

Form  472         "Memoranda  concerning  fines." 

Form  474        Bill  form. 

Form  476        Time  book. 

Form  478         "Use  of  Teachers'  cards." 

Form  479         Annual  statistical  report. 

Form  480        Postal  card,  application  for  pictures. 

Form  48 1         Annual  inventory  of  property. 

Form  482         Label,  "Keep  this  book  clean,  etc." 

Form  484        Fine  paster. 
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Registration. 

For  the  classes  of  people  entitled  to  register  for 
library  cards,  see  "Rules  and  Regulations,"  Article  I, 
Sections  2,  3. 

Such  of  the  following  rules  as  presuppose  the  keep- 
ing of  a  file  of  registration  slips  and  the  writing  of 
cards,  do  not  apply  to  most  reading  rooms.  For  ex- 
ample, only  one  slip,  Form  334/2,  need  be  sent  to 
Central  from  most  reading  rooms,  and  no  monthly 
statistical  report  is  expected. 

Application  for  a  card  may  be  made  at  the  Central 
Library,  or  at  any  branch  or  delivery  station,  but  ap- 
plication in  more  than  one  place  is  forbidden.  (See 
"Rules  and  Regulations,"  Article  II.,  Section  1.) 

Application  must  be  made  in  person,  except  m 
cases  of  sickness  or  physical  disability. 

The  applicant  should  sign  on  two  (2)  slips  (Form 
334/2),  on  the  line  provided:  given  name,  initials  if 
any,  and  family  name.  The  registration  clerk  should 
copy  in  the  upper  left  hand  corner,  in  the  following 
order:  (1)  family  name,  (2)  given  name,  (3)  initial, 
and  should  fill  in  the  other  data  required  without  an- 
noying the  applicant  by  unnecessary  questions.  On 
the  reverse  of  the  slip  should  be  put  the  name  in  full, 
and  the  residence  or  business  address  of  some  one  in 
Boston  who  knows  the  applicant,  but  is  not  a  relative. 

In  the  case  of  minors,  two  slips  are  to  be  signed  by 
applicant  (Form  128/2).  The  registration  clerk 
should  fill  in  the  name  of  the  school  attended,  and  on 
the  line  provided  the  given  name  and  initial  of  father 
and  mother.  If  parents  are  deceased,  the  names  are 
to  be  filled  in  within  brackets.  The  full  name  of 
some  responsible  relative  or  of  the  guardian  should 
also  be  given.  All  pupils  should  register  through  the 
branch  to  which  the  school  is  assigned. 

Applicants  temporarily  residing  in  Boston  should 
file  Form  299/2.  The  date  on  which  non-resident 
sojourners  expect  to  leave  should  appear  under  the 
words,  "Cards  expire." 


(b) 


Clergymen  and  teachers  who  desire  special  cards 
should  fill  in  Form  406,  and  with  the  latter,  Form 
334/2  should  always  be  sent  to  Central. 

Non-residents'  cards  and  all  special  cards  are  to  be 
replaced  and  renewed  only  at  the  Central  Library. 

Applications  after  being  signed  by  the  applicant 
must  be  filled  in  at  the  branch  legibly  with  ink  and 
must  not  be  folded.  All  the  information  called  for 
must  be  given.  Both  slips  should  be  sent  to  Central, 
and  one  of  them  will  be  retained  there.  The  other  slip 
will  be  returned  numbered,  with  the  card,  except  where 
number  and  date  are  inserted  that  card  may  be  re- 
newed at  branch.  The  card  holder's  name  in  full 
and  the  residence  should  be  written  on  card  at  the 
branch. 

When  the  card  is  delivered  to  the  applicant,  the 
registration  slip  is  to  be  filed  in  alphabetical  order  and 
kept  at  the  branch.  A  numerical  record  is  also  to  be 
kept  at  the  branch  in  a  book  provided  for  this  purpose. 

When  card  holders  reregister,  a  cross  is  to  be  put 
in  the  lower  left  corner  of  the  registration  slip  near  the 
date. 

Expired  cards  (non-residents')  may  be  used  by  the 
holder  while  waiting  the  coming  of  a  new  card. 

Newly  signed  registration  slips  received  at  Central 
will  be  so  marked  that  the  branch  at  which  the  original 
registration  was  taken  will  receive  notice  of  the  renewal 
of  the  card.  Care  should  be  taken  that  notices  of 
renewals  at  branches  are  sent  to  the  Registration  De- 
partment promptly. 

Cards  of  these  whose  residence  is  changed,  with  the 
change  noted  over  the  address  already  on  the  card, 
must  be  sent  to  the  Registration  Department.  If  the 
registration  is  filed  at  the  branch,  the  change  of  ad- 
dress will  be  entered  on  it  before  sending  to  Central. 

Applications  for  the  replacement  of  lost  cards 
should  be  made  out  on  Form  No.  230,  and  if  they 
were  Central  registrations,  sent  at  once  to  the  Regis- 
tration Department  for  number  and  date.  At  the 
expiration  of  fifteen  days,  a  duplicate  card  may  be 
issued.  The  new  card  should  be  stamped:  "Return 
if  original  is  found."  Upon  the  issue  of  the  card, 
Form  230  should  be  sent  to  the  Registration  Depart- 
ment. A  note  should  indicate  whether  the  card  is 
first,  second,  or  third  duplicate.  No  more  than  three 
duplicates  are  issued  within  the  two  year  period. 
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When  a  card  is  reported  as  having  been  taken  by 
the  Board  of  Health  on  account  of  contagious  disease, 
the  case  should  be  looked  up  in  the  Board  of  Health 
reports.  If  the  premises  are  reported  as  having  been 
disinfected,  Form  230  should  be  filled  out,  with  the 
name  of  the  disease  and  the  date  of  fumigation  care- 
fully noted.  This  should  be  sent  to  the  Registration 
Department. 

Cards  issued  to  replace  those  which  were  held  from 
use  because  of  the  prevalence  of  contagious  diseases, 
are  to  be  marked  "c"  near  the  number. 

Statistics  of  registration  are  to  be  kept  and  sent  to 
Central  the  first  of  each  month  on  Form  127.  These 
should  show  the  daily  number,  as  well  as  the  total 
number  for  the  previous  month  of  reregistrations,  new 
registrations,  renewals,  replacements,  and  live  cards 
outstanding,  as  indicated  by  Form  127. 

Registration  Terms. 

The  term  New  Registration  applies  to  cases  where 
a  card  is  issued  to  a  person  who  has  never  held  a  card. 

The  term  Reregistration  applies  to  cases  where  the 
applicant  held  a  Library  Card  previous  to  Feb.  ! , 
1  899,  but  is  required  to  sign  a  new  application  before 
the  new  card  is  issued. 

The  term  Renewal  applies  to  the  replacement,  with- 
out a  new  application  and  new  signature,  of  an  expired 
card  by  a  new  card  which  extends  the  time.  Renewals 
can  be  only  of  cards  issued  two  years  previouslv. 

The  term  Live  Cards  Outstanding  means  only 
cards  upon  which  books  may  be  drawn ;  that  is,  cards 
which  have  not  expired  and  have  no  charge  against 
them. 

Registration  Forms. 

Form  127         Registration  report. 

Form  1  28/2     Registration  slips  for  those  under  1  6. 

Form  1 4  i         Postal  card  to  notify  applicant  for 

card  that  it  has  been  on  file  one  month. 
Form  1  43         Notice  of  finable  borrower's  card  to 

be  sent  to  Registration  Department. 
Form  147/2     Envelope  for  minor's  certificate. 
Form  1 86         Postal    card    asking    for  borrower's 

card  to  rectify  mistake. 
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Form  230        Lost  card  slip. 

Form  28 1        Borower's  card. 

Form  295/2  Registration  slip  for  non-resident  stu- 
dent, with  guarantee. 

Form  298  Envelope  for  non-resident's  applica- 
tion. 

Form  299/2     Registration    slip    for  non-residents, 

with  guarantee. 
Form  310        "Special"  card. 
Form  31  1         "Teacher's"  card- 
Form  31  7        "After  careful  search." 
Form  334/2     Registration  slip. 

Form  406  Application  blank  for  "Teacher's"  or 
"Special"  card. 
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Use  of  Card. 


Library  cards  are  not  transferable.  Nevertheless 
it  is  understood  that  card-holders  may  use  other  per- 
sons as  messengers.  But  where  a  card  is  repeatedly 
presented  by  a  person  as  messenger,  it  creates  a  pre- 
sumption that  this  person  is  using  the  card  for  his  own 
benefit.  Where  such  a  person  is  himself  a  card-holder, 
and  is  in  default  to  the  Library,  (as  for  the  non-pay- 
ment of  fines),  this  presumption  is  to  be  regarded  as 
conclusive,  and  no  books  are  to  be  issued  to  him  on 
the  cards  of  other  persons.  Should  a  case  occur  where 
an  exception  seems  proper,  such  exception  may  be 
made  by  the  officer  in  charge,  but  the  circumstances 
should  be  reported  to  the  Supervisor. 

No  book  is  issued  to  any  borrower  without  a  card. 
When  a  book  is  taken  from  open  shelves  at  the 
branches  and  presented  with  the  card  to  the  assistant 
at  the  Issue  Desk,  she  should  write  the  number  of  the 
Borrower's  Card  on  the  book  card  (Form  284), 
taken  from  the  pocket  on  the  back  cover  of  the  book, 
and  stamp  the  book  card,  the  charging  plate  opposite 
the  pocket,  and  the  Borrower's  Card  with  the  date  of 
issue.  The  book  card  is  retained  at  the  branch  and 
the  book  and  card  are  given  to  the  borrower.  Care 
should  be  taken  to  stamp  the  dates  on  the  card  in  regu- 
lar order,  beginning  in  the  upper  left  hand  space  on 
the  face  of  the  card  under  the  word  "Lent."  One 
side  of  the  card  should  be  filled  and  then  the  other. 
The  charging  plate  should  also  be  dated  in  sequence. 

At  the  reading  rooms  the  borrower  sjiould  be  re- 
quired to  write  name  and  address  on  Form  1 32. 
The  attendant  should  then  add  the  book  number  and 
date,  and  file  the  slip  in  the  time  tray. 

Dates  should  net  be  written  on  the  card.  If  it  is 
absolutely  necessary  to  do  this  the  initials  of  the  at- 
tendant must  be  added. 

The  dates  of  return  must  be  stamped  on  the  card 
under  the  word  "Returned,"  in  spaces  directly  oppo- 
site those  of  issue.    When  filled  the  card  should  pre- 
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sent  a  uniform  appearance  with  no  empty  spaces. 

If  borrowers  return  books  without  cards  the  follow- 
ing rules  should  be  observed:  If  the  book  was  drawn 
from  any  other  agency  of  the  library  system  than  the 
one  where  it  is  offered  for  return  —  except  from  the 
Central  Library  through  the  branch  or  station  in  ques- 
tion —  it  must  be  refused.  If,  however,  the  card  is 
reported  lost,  the  book  may  be  accepted  at  the  bor- 
rower's risk,  with  the  understanding  that  it  will  merely 
be  forwarded  to  the  branch  or  station  from  wh;ch  it 
was  drawn,  and  that  the  borrower  must  go  in  person 
to  that  branch  or  station  to  see  that  the  proper  records 
are  made. 

Books  drawn  directly  from  a  branch  or  station  and 
returned  there  with  the  wrong  card  are  to  be  accepted 
at  the  borrower's  risk,  and  a  record  of  the  circum- 
stances is  to  be  made.  If  the  card  has  been  forgotten 
entirely,  the  books  may  be  accepted  at  the  borrower's 
risk,  but  in  this  case  the  borrower  should  be  required  to 
mail  the  card  as  soon  as  possible  to  the  branch  or  sta- 
tion, where  it  will  be  cleared  and  held  ready  for  him 
after  the  expiration  of  twenty-four  hours  from  the  time 
of  receipt.  If  the  card  is  not  mailed,  but  presented  in 
person  by  the  borrower  after  the  return  of  the  book,  it 
is  likewise  to  be  held  twenty-four  hours  to  allow  for 
searching  the  time-tray  or  the  records  (and  in  part  as 
a  penalty). 

Borrowers  should  be  discouraged  in  every  way  pos- 
sible from  returning  books  without  cards. 

It  has  been  found  convenient  to  keep  a  memoran- 
dum of  books  returned  without  cards  in  a  small  blank 
book. 

The  two  books  allowed  on  an  ordinary  card  may  be 
borrowed  from  the  Central  Library  or  from  any  branch 
or  station,  or  one  book  may  be  borrowed  from  one 
place  and  one  from  another.  Books  borrowed  at  the 
same  time  may  be  returned  together  or  separately  at 
the  place  where  they  were  borrowed  or  at  any  other 
agency  of  the  Library.  The  record  of  issue  is  to  be 
kept  on  file  in  the  time  tray  under  the  day  of  the 
month,  and  the  borrower's  card  stamped  with  the  same 
date  preceded  by  the  name  or  initials  of  the  branch 
or  station,  and  in  some  places  by  the  initials  of  the 
person  who  issued  the  book.  The  Central  Library 
record  is  made  in  red  ink,  and  the  date  is  preceded 
only  by  the  initials  of  the  person  who  issued  the  book. 

A  classified  record  of  the  issue  of  every  day  is  to 
be  entered  in  the  Circulation  Book. 
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As  a  card  is  stamped  once  for  each  book  issued,  the 
uncancelled  dates  show  the  number  of  books  that  a 
borrower  has.  When  two  volumes  of  the  same  set 
are  issued  as  one  book,  it  is  indicated  on  the  card  by 
two  dates  joined  by  a  pencilled  bracket.  In  this  case 
the  card  might  have  three  uncancelled  dates  or  four  if 
a  set  consisted  of  four  volumes. 

Books  in  raised  type  for  the  blind,  issued  on  or- 
dinary cards,  may  be  kept  out  four  weeks;  therefore 
care  should  be  taken  not  to  collect  fines  on  these  books 
unless  this  limit  has  been  exceeded. 

Cards  may  temporarily  be  left  at  the  Library. 

New  fiction  (juvenile  as  well  as  for  adults)  is  lim- 
ited in  issue  to  seven  days,  for  the  period  of  a  year 
from  the  date  of  accession  written  on  the  back  of  the 
title-page.  In  issuing  these  books  the  date  on  the  card 
is  to  be  reversed.  Current  periodicals  and  books  for 
which  there  is  a  great  temporary  demand,  may  be  re- 
stricted in  issue  by  the  use  of  Form  283  or  291/2. 
In  these  cases  the  date  on  the  card  must  not  be  re- 
versed, but  the  time  for  which  the  periodical  or  book 
is  issued  should  be  written  in  ink  or  colored  pencil  at 
the  right  of  date  on  card.  Two  such  books  may  be 
borrowed  at  the  same  time,  or  one  such  book  and  a 
book  of  seven-day  fiction. 

The  same  card-holder  may  not  borrow  a  book  again 
until  twenty-four  hours  after  the  time  when  he  returned 
it.  The  book  is  not  usually  issued  to  a  member  of  the 
same  family  until  that  period  has  elapsed. 

On  the  "Special"  card  (Form  310)  and  the 
"Teacher's"  card  (Form  311)  six  books  may  be 
borrowed  for  a  period  of  four  weeks.  In  issuing  books 
on  these  cards  the  number  of  the  book  must  be  written 
in  the  space  on  the  card  provided  for  the  purpose.  A 
separate  record  of  this  issue  is  to  be  kept.  The  use  of 
these  cards  is  defined  in  Form  478. 

When  the  Librarians  "Special  permit"  (Form 
278)  is  presented,  the  books  are  to  be  charged  on  the 
book  cards  only,  or  at  reading  rooms  on  the  charging 
slips  onlv.  If  books  are  sent  for  to  the  Central  Li- 
brary, the  permit  must  accompany  the  slips. 

On  the  small  card  or  voucher  (Form  356),  held 
by  members  of  the  Fxamining  Committee,  in  place  of 
an  ordinary  privilege  card,  books  are  to  be  issued  with- 
out any  exact  limit  as  to  number  or  date,  except  that 
not  more  than  two  volumes  of  seven-day  fiction  are  to 
be  issued  at  one  time.     A  record  of  issue  should  be 
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made  on  Form  355  and  preserved  at  the  branch. 
Overdetained  books  may  be  recalled  on  Form  225, 
but  no  fine  is  in  any  case  to  be  charged.  (These 
cards  are  so  seldom  used  at  branches  that  the  record 
of  issue  is  kept  on  the  book  cards,  and  Form  355  is 
filed  at  the  Central  Library). 

The  Summer  Reading  Privilege. 

During  the  period,  June  1— September  14,  the  card 
may  be  used  to  draw  two  books,  to  be  retained  for  the 
summer.  Form  442  must  always  be  used  in  making 
these  applications  to  Central.  The  same  form,  with  the 
necessary  modifications,  must  also  be  used  in  applying 
for  branch  books.  In  the  latter  case  the  books  are  to 
be  issued  or  refused  by  the  assistant  in  charge  at  the 
time,  unless  delay  is  found  to  be  necessary.  This 
assistant  must  place  her  name  on  the  reverse  of  the 
application  blank,  which  is  then  to  be  filed.  In  dealing 
with  these  applications,  the  interest  of  the  general  pub- 
lic must  be  kept  in  mind. 

The  borrower's  registration  record  must  be  exam- 
ined to  see  if  it  is  clear.  If  there  is  no  record  at  the 
branch,  the  card  must  be  sent  to  Central  for  certi- 
fication. 

In  charging  these  books,  the  usual  date  of  issue 
should  be  used,  and  below  it  the  stamp  "Due  Sept. 
14,"  the  two  entries  being  connected  by  a  bracket. 
The  book  cards  or  slips,  also,  should  have  the  double 
entry,  and  should  be  filed  separately  from  other  cards 
or  slips  in  the  time  tray. 

Such  issues  should  be  entered  on  the  monthly  report 
(Form  154),  the  number  of  branch  and  of  Central 
books  being  given  as  separate  items. 

If  books  are  not  returned  on  or  before  September 
14,  a  mail  notice  (Form  225)  should  be  sent  on  Sep- 
tember 15. 

See  also  the  Librarian's  circular,  "Books  for  Sum- 
mer Reading." 

Contagious  Disease. 

A  card  may  not  be  used  when  there  is  a  case  of 
contagious  disease  in  the  family.  Form  382  is  sent 
from  the  Central  Library  to  card  holders  at  whose 
residence  there  is  small-pox,  diphtheria,  or  scarlet 
fever.     If,  nevertheless,  such  card  holders  are  found 
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to  be  using  the  Library,  their  cards  must  be  secured 
and  sent  to  Central. 

No  books  are  in  any  case  to  be  received  from  such 
a  household  until  after  the  disinfection  of  the  premises. 

A  notice  from  the  Central  Library  (Form  393) 
should  be  shown  as  evidence  of  disinfection,  when 
books  are  returned.  A  new  card  may  then  be  ap- 
plied for. 

Books  are  to  be  burned  when  returned  from  house- 
holds where  scarlet  fever,  diphtheria,  and  small-pox 
have  existed.  If  a  book  is  of  greater  value  than 
$5.00,  it  is  to  be  held  pending  a  decision  from  the 
Librarian. 

Books  returned  from  houses  where  other  diseases 
have  occurred  than  those  mentioned,  are  to  be  treated 
as  if  disinfected,  and  returned  to  the  shelves. 

A  card  received  at  the  Central  Library  in  reply  to 
Form  382,  with  an  uncancelled  charge  made  at  a 
branch  or  station,  will  be  sent  to  the  branch  or  station, 
marked  in  such  a  way  as  to  indicate  why  it  is  sent. 
The  card  may  then  be  destroyed. 

The  Board  of  Health  will  in  certain  cases  destroy 
library  books  and  cards,  and  will  send  to  the  Library 
a  list  of  the  titles  of  the  books.  When  notice  of  the 
destruction  of  such  books  is  received,  or  when  books 
returned  at  the  branch  or  station  are  burned,  a  "con- 
demned" slip  (Form  309  or  244)  should  be  made 
out,  giving  as  cause  "contagion,"  and  sent  to  the  Cen- 
tral Library  as  a  request  for  replacement.  When 
books  belonging  to  another  branch  or  station  or  the 
Central  Library  are  burned  at  a  branch,  a  notification 
(Form  166)  should  be  forwarded  to  the  place  where 
such  books  belonged. 

Care    of   Rubber  Stamps. 

Great  care  should  be  used  to  change  the  type  daily, 
so  that  the  date  in  the  stamp  will  correspond  with  the 
day  of  the  month. 

The  pad  should  be  inked  when  necessary,  with  the 
brush  provided  for  the  purpose,  care  being  taken  not 
to  use  too  much  ink,  but  yet  a  sufficient  quantity  to 
make  a  clear,  legible  stamp.  More  ink  is  required  in 
winter  than  in  summer. 

The  stamps  should  be  wiped  frequently  with  a  cloth 
kept  for  the  purpose,  to  remove  dust,  etc. 

Oil  should  be  applied  occasionally  so  that  the 
stamps  will  move  easily. 


(ccccc) 


The  type  may  be  cleaned  by  washing  with  a  brush 
in  warm  water  and  soap. 

Sometimes  a  line  will  be  found  before  the  figures 
of  the  type,  especially  noticeable  before  single  figures, 
making  1,2,  etc.,  look  like  11,  12,  and  so  on.  This 
can  be  removed  by  cutting,  though  care  must  be  taken 
not  to  cut  entirely  through  the  type. 

Should  the  type  fall  out  of  the  stamp,  a  piece  of 
folded  paper  or  a  tiny  piece  of  wood  put  in  on  one 
side  will  hold  it  in  place. 

It  is  very  important  that  new  pads,  type,  and  stamps 
should  be  obtained  by  requisition  from  the  Central 
Library  as  soon  as  those  in  use  are  worn  out.  The  use 
of  poor  stamps  leads  to  errors  which  are  sometimes 
important  in  their  consequences. 
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The  Daily  Issue  from  the  Central  Library. 


The  card  may  be  used  lo  obtain  books  from  the 
Central  Library  if  books  from  another  agency  are  not 
already  charged  on  it.  The  manila  call-slip  (Form 
463),  made  out  according  to  the  directions  printed  on 
the  slip,  should  be  sent  with  the  card.  The  book  will 
be  returned  by  the  next  box,  if  it  is  not  in  the  hands  of 
some  other  borrower  or  restricted  in  issue.  The  name 
of  the  branch  or  station  must  be  stamped  on  every  slip 
in  any  convenient  space  except  the  blank  space  before 
the  words  "Card  No.,"  and  card  and  slip  forwarded 
in  the  pouch  provided  for  this  purpose.  If  the  slips 
are  not  stamped,  a  book  will  not  be  sent.  The 
Custodian  is  expected  to  have  these  slips  carefully 
scrutinized  at  the  branch  or  reading  room,  to  make 
sure  that  they  are  properly  made  out,  and  that  book 
numbers  are  given  when  the  numbers  can  be  found  at 
the  branch.  Care  should  be  taken  not  to  send  a 
second  time  for  slips  marked  "Have  not"  or  "Hall 
Use." 

In  sending  for  fiction  and  juveniles,  it  is  desirable 
to  fill  all  the  spaces  on  the  slip,  as  the  application  is 
much  more  likely  to  be  successful. 

Care  should  be  taken  not  to  send  for  a  book  of 
seven-day  fiction  if  one  is  already  charged  on  card. 

If  a  seven-day  book  of  fiction,  of  which  there  is  a 
copy  either  permanently  or  temporarily  in  the  branch 
or  station,  is  sent  for,  the  word  "Have"  in  red  pencil 
should  be  written  on  the  call-slip. 

The  pink  call-slip  should  be  used  when  sending  for 
books  on  "Special"  and  "Teacher's"  cards. 

Slips  sent  in  for  several  days  should  be  renewed 
before  they  are  worn  out  and  covered  with  stamping. 

As  call-slips  are  not  returned  unless  the  application 
is  unsuccessful,  borrowers  should  be  cautioned  to  keep 
a  copy  of  the  numbers  and  titles,  if  they  need  them 
for  future  use. 

A  borrower  may  be  notified  of  the  result  of  the 
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application  to  Central  by  the  use  of  Form  335,  price 
one  cent. 

The  number  of  cards  and  slips  sent  to  Central  is  to 
be  recorded  on  the  right  hand  side  of  the  daily  schedule 
(Form  116),  and  a  record  of  the  cards  kept  in  a 
memorandum  book.  If  any  card  is  not  returned,  and 
can  not  be  found  after  careful  search,  Form  31  7 
should  be  filled  out  and  sent  with  a  call-slip  in  the 
Supervisors'  pouch,  by  the  next  box.  A  new  card 
will  be  sent  at  once.  Card-holders  should  be  informed 
in  each  case  that  prompt  replacement  is  provided  for 
by  the  Library. 

If  after  repeated  trials  a  book  fails  to  come,  Form 
1  80  may  be  sent  in,  unless  the  book  is  a  recent  pub- 
lication likely  to  be  in  constant  demand.  This  form 
may  also  be  made  out  for  books  that  the  applicant  has 
failed  to  get  at  branches  and  stations. 

AH  errors  in  the  daily  issue  should  be  reported  at 
once  to  the  Supervisor  of  Branches. 

When  books  drawn  from  one  agency  are  returned 
at  another,  a  record  of  the  card  number  is  to  be  made, 
and  the  number  of  the  card  and  the  number  of  the 
book  are  to  be  entered  on  the  daily  schedule  (Form 
116).  Such  books  should  be  examined  for  concealed 
cards. 

A  report  of  the  issue  from  Central  is  to  be  made  on 
Form  171  (in  the  case  of  reading  rooms,  on  Form 
1  72)  the  first  of  the  month. 

When  a  Central  Library  book  is  returned  at  a 
branch  or  station,  with  the  charging  plate  missing,  the 
book  should  be  accepted  and  sent  with  the  card  to 
Central,  wrapped  separately.  The  book  should  never 
be  stamped  clear,  since  when  the  charging  plate  is 
missing,  this  can  only  be  done  intelligently  at  Central. 
The  card  will  be  returned  at  once  to  be  delivered  to 
the  borrower. 

Books  may  be  applied  for  by  mail  by  means  of  the 
private  mailing  card,  Form  399.  When  such  a  re- 
quest is  received,  a  slip  should  be  made  out  by  the 
Custodian  and  sent  to  Central  for  the  book.  The  slip 
should  bear  the  words :  "Application  by  mail."  The 
book  will  be  charged  to  the  branch  or  station,  and  the 
slip  counted  as  if  sent  in  with  a  card.  When  the 
borrower  calls  for  the  book,  it  should  be  charged  on  his 
card  with  the  date  on  which  it  was  received  from  the 
Central  Library.     (This  may  be  done  with  pen  and 
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ink  if  necessary.)  A  memorandum  must  be  made  of 
the  card  number,  name  and  residence  of  the  borrower, 
and  of  the  date  of  the  delivery  of  the  book  to  him.  If 
the  book  is  overdetained  by  the  borrower,  the  fine 
notice  will  be  sent  to  the  branch  or  station  to  be  foi- 
warded.  In  case  the  book  is  not  called  for  within  four 
days  after  its  receipt  at  the  branch,  it  is  to  be  returned 
to  Central. 

Books  are  occasionally  sent  from  Central,  because 
of  direct  application,  to  be  delivered  to  borrower  on 
presentation  of  his  card.  Such  books  are  to  be  charged 
on  Form  463,  the  card  stamped  as  directed  in  the  use 
of  Form  399,  and  the  slip  sent  to  Central  in  the  card 
pouch. 
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Fines. 


On  the  fifth  day  after  any  book  falls  due,  or  if  the 
fifth  day  is  Sunday  or  a  holiday,  on  the  day  following, 
a  mail  notice  is  to  be  sent,  on  Forrn  225,  in  a  sealed, 
stamped  envelope,  to  the  borrower.  Form  225,  stub, 
is  to  be  correspondingly  filled  in,  and  retained  at  the 
branch.  If  the  Custodian  deems  it  expedient,  Form 
348  may  also  be  sent  with  Form  225. 

When  a  borrower  has  two  fourteen-day  books 
which  are  finable,  and  which  were  issued  on  the  same 
day.  the  two  notices  on  Form  225  are  to  be  sent  in 
the  same  envelope,  and  the  charge  of  three  cents  is  to 
be  made  as  if  for  one  book  only.  The  fine  rate  of  two 
cents  per  day  is,  of  course,  to  be  charged  on  each 
book.  If  the  books  are  returned  on  different  days,  the 
charge  for  the  mail  notice  is  to  be  made  when  the 
second  book  is  returned.  If  a  book  drawn  from  Cen- 
tral is  returned  at  a  branch  before  1  2  o'clock  on  the 
fifth  day  of  over  detention,  no  charge  is  to  be  made 
for  the  mail  notice. 

When  books  are  returned  for  which  mail  notices 
have  been  sent,  the  circumstances  of  return  should  be 
briefly  noted  on  the  stub.  Form  225,  thus:  "Returned 
through  box "  ;  "Fine  paid "  ;  "Card  held,"  etc.  This 
is  valuable  as  a  later  reference. 

When  a  borrower  presents  a  fine  notice  received 
from  Central  and  says  that  he  should  not  properly  be 
charged  a  fine,  the  notice  should  be  returned  to  Central 
with  a  statement  signed  by  the  Custodian  that  Card 

No   has  been  seen  and  entry  stamped 

clear  on  at   Or,  that  daily 

schedule  dated  records  the  book 

on  shelf-number  as  returned  to  Central 

on  

In  all  cases  where  the  name  and  address  of  a  card- 
holder is  desired,  and  only  the  card  number  is  known, 
Form  1  85/2  is  to  be  used.  This  should  be  forwarded, 
properly  filled  in,  i.e.,  with  name  of  branch  or  station, 
the  date,  and  the  card  number  in  question,  to  the 
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Central  Registration  Department,  which  will  supply 
the  desired  information.  The  form  should  be  filed 
numerically,  and  kept  for  one  year,  when  it  may  be 
destroyed.  It  should  always  be  consulted  (as  also 
the  branch  numerical  record)  before  sending  a  new 
request  on  this  form  to  the  Registration  Department. 

When  the  fine  on  a  book  reaches  thirty-one  cents, 
i.e.',  when  there  is  a  charge  for  fourteen  days  over 
detention,  and  three  cents  for  the  mail  notice,  an  ad- 
ditional charge  of  twenty-five  cents  is  to  be  imposed 
for  each  book.  The  regulation  notice  on  Form  280 
is  then  to  be  made  out  and  delivered  by  a  messenger 
at  the  residence  of  the  borrower.  This  charge  is  a 
penalty  imposed  for  a  two  weeks  over  detention  and 
is  exacted  for  every  book  so  detained,  whether  the 
notice  was  actually  sent  or  not.  Messenger  notices  of 
books  drawn  by  a  cardholder  in  any  given  district 
should  be  attended  to  by  the  messenger  of  that  district, 
even  though  the  books  were  drawn  at  Central,  or  any 
other  library  agency. 

The  notice  which  is  delivered  by  messenger  should 
be  enclosed  in  the  messenger  notice  envelope.  Form 
273/2,  on  which  should  be  noted  duplicate  informa- 
tion, intended  for  the  guidance  of  the  messenger.  The 
latter  will  make  his  report  in  the  proper  spaces  on  this 
envelope,  and  will  return  it  to  the  clerk  whose  duty  it 
is  to  receive  it.  In  case  the  books  were  not  recovered 
on  the  first  visit,  after  a  reasonable  time  has  elapsed 
the  messenger  should  call  again,  and  continue  this 
procedure  at  the  rate  of  every  five  days,  or  frequently, 
until  the  books  have  been  recovered  or  the  fine  has 
reached  the  four  weeks  limit;  at  this  point  a  second 
penalty  of  twenty-five  cents  is  imposed  for  each  book 
for  a  second  two  weeks  over  detention.  The  fine,  now 
$1.09,  ceases  to  run  any  longer,  and  the  book  is  con- 
sidered lost. 

Form  348  should  be  enclosed  with  Form  280  in 
the  messenger  notice  envelope,  Form  273/2,  and  de- 
livered by  the  messenger  to  delinquent  borrowers.  In 
cases  where  it  is  deemed  expedient  it  may  also  be 
sent  with  Form  225. 

If  the  books  for  which  a  messenger  notice  is  sent 
or  is  due  are  presented  for  return  at  a  branch  or  sta- 
tion other  than  the  one  from  which  they  were  drawn, 
or  at  the  Central  Library,  a  full  statement  of  the 
exact  situation  at  return  should  be  written,  and  the 
whole,  books  and  message,  sent  as  a  separate  bundle 


(ee) 


to  the  Custodian  of  the  place  of  issue,  leaving  the  fine 
paster  to  be  made  out  at  the  place  of  issue.  If  the 
card  is  held,  and  the  amount  due  noted,  this,  when  for- 
warded, gives  the  desired  information.  If  the  fine  was 
paid,  that  statement  is  sufficient.  If  the  card  was  not 
held,  then  the  amount  due  and  the  place  and  date  of 
return  is  necessary.  If  no  card  was  presented  and  the 
charging  plate  is  either  gone  or  shows  a  date  which 
would  make  the  book  long  overdue,  it  should  be  taken 
and  forwarded  with  full  information  as  above.  Books 
for  which  messenger  notices  have  been  sent,  or  are  soon 
to  be  sent,  should  be  accepted  at  any  agency  without 
regard  to  the  usual  procedure  there  concerning  the 
return  of  books  without  a  card. 

After  repeated  local  efforts  have  been  made  to 
secure  the  books,  Form  2 1 0  should  be  sent  to  the 
Executive  Department,  with  full  information  noted  on 
it.  After  two  weeks  have  elapsed,  in  which  to  allow 
time  for  the  Librarian's  letter  to  reach  the  borrower 
and  be  acted  upon,  the  books  should  be  entered  in  the 
Losses  book  as  unrecovered,  and  a  replacement  asked 
for,  if  desirable.  The  charges  which  have  accrued 
should  be  recorded  in  the  registration  records.  If  the 
books  are  returned  between  the  time  the  overdetained 
card  was  sent  in  and  before  the  replacement  card 
has  been  sent  (or  in  the  period  of  grace),  the  Execu- 
tive Department  should  be  immediately  notified.  If 
the  books  are  returned  after  the  replacement  card  has 
been  sent,  the  borrower  should  be  charged  with  the 
list  price  of  the  book,  notwithstanding  the  fact  that  he 
has  returned  it.  He  may,  by  special  application,  be 
allowed  to  retain  the  book,  after  this  procedure  has 
been  authorized  and  the  bcok  properly  marked  at 
Central. 

When  a  borrower  returns  a  book  on  which  there  is 
money  due,  either  because  of  over  detention  or  damage, 
his  card  is  forfeited  until  all  such  charges  have  been 
paid  by  him,  or,  if  he  be  under  sixteen  years  of  age, 
until  the  six  months  have  elapsed  at  the  end  of  which 
fines  for  over  detention  may  be  remitted.  A  record 
of  such  charge  should  be  made  on  fine  paster.  Form 
484,  within  ten  days  after  the  book  has  been  returned. 
In  the  event  of  any  book  being  received  without  the 
card  (an  exceptional  proceeding),  Form  484  should 
be  made  out  immediately  and  recorded.  Care  must 
be  taken  to  indicate  the  year  date  as  well  as  the  month 
on  the  fine  paster.    To  insure  accuracy,  it  is  well  to 
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indicate  on  the  card  when  finable  books  are  returned, 
the  amount  due,  the  number  of  the  books,  and  the  year. 
If  the  borrower  originally  applied  for  a  card  at  the 
branch  now  holding  his  finable  card,  (and  therefore 
the  branch  has  his  registration  record),  Form  484, 
properly  filled  out  is  to  be  attached  to  his  registration 
slip,  and  a  duplicate  paster  sent  to  the  Registration 
Department  for  the  same  purpose.  If  he  did  not  origi- 
nally apply  for  his  card  at  this  particular  branch,  such 
record  as  is  deemed  necessary  may  be  made  there  and 
the  card  held  until  it  expires  (if  fines  are  not  paid  or 
remitted  before  then),  and  tn>o  copies  of  Form  484 
sent  to  the  Registration  Department.  One  will  be 
attached  to  the  borrower's  registration  record  at  Cen- 
tral, and  the  other  will  be  forwarded  to  the  branch  at 
which  he  originally  applied  for  his  card.  Stations 
having  separate  registration  files  also  observe  this  pro- 
cedure. Those  which  have  not  such  files  should  in- 
variably send  two  pasters  to  the  Registration  Depart- 
ment, with  every  card  which  has  been  held  for  charges, 
within  the  ten-day  limit.  If  no  card  was  secured,  the 
two  pesters  shculd  be  sent  so  marked.  If  the  card  was 
originally  applied  for  at  a  station  having  no  separate 
file,  or  at  the  Central  Library,  the  Registration  De- 
partment will  destroy  the  surplus  paster.  When  a  fine 
or  charge  is  remitted  or  paid,  the  paster  should  be 
detached,  marked  "Remitted,"  or  "Paid,"  and  for- 
warded to  the  Registration  Department  as  a  notifica- 
tion of  such  remission  or  payment.  This  department, 
in  turn,  notifies  the  branch  cr  station  which  had  a 
duplicate  record  of  borrower,  if  there  be  any  such. 
Custodians  of  reading  rooms  should  note  that  in  send- 
ing to  Central  on  the  twentieth  of  each  month  cards 
that  have  been  held  for  thirty  days,  the  fine  paster, 
Form  484,  should  accompany  every  card  on  which 
there  are  charges. 

If  books  which  have  been  issued  on  the  card  of  a 
person  sixteen  years  of  age  or  over  are  returned  and 
there  is  money  due  either  for  over  detention  or  damage, 
the  card  is  forfeited  until  all  such  charges  have  been 
paid.  If  books  are  returned  which  have  been  issued 
on  the  card  of  a  person  under  sixteen  years  of  age, 
and  there  is  a  fine  due,  the  borrower  is  offered  the 
alternative  of  paying  his  charge  then,  or  of  surrender- 
ing his  card,  and  thereby  all  library  privileges,  for 
six  months  from  the  date  when  the  fine  first  began 
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to  run.  At  the  end  of  that  time,  he  may  receive  his 
card  for  use  again,  and  the  fine  will  be  cancelled.  It 
should  be  noted  that  this  remission  applies  only  to 
charges  for  over  detention  and  not,  except  by  special 
authorization,  to  charges  for  loss  and  damage  of 
books.  At  any  time  before  the  expiration  of  the  six 
months  period  the  borrower  may  get  his  card  by  pay- 
ing the  amount  due. 

It  should  be  noted  that  the  remission  rule  includes 
all  persons  whose  cards  have  been  held  six  months  on 
account  of  fines,  who  were  under  sixteen  years  of  age 
when  the  fine  was  incurred.  When  a  borrower  applies 
for  the  remission  of  his  fine  at  the  end  of  six  months, 
his  card  is  to  be  starred  as  it  would  have  been  had  he 
paid  the  fine  six  months  previously.  The  fine  paster, 
Form  484,  on  which  was  recorded  the  fine  in  ques- 
tion against  him,  is  to  be  detached  from  the  registra- 
tion slip,  stamped  "Remitted,"  and  forwarded  to  the 
Registration  Department  as  notification  that  his  fine 
is  cancelled.  When  an  application  for  remission  is 
made  at  a  branch  or  station  other  than  the  one  where 
the  card  was  held,  such  application  should  be  made 
on  Form  1  43  and  forwarded  to  the  Registration  De- 
partment for  the  desired  information.  When  the  case 
is  found  to  come  under  the  rule,  this  form,  with  the 
action  taken  noted  on  it,  is  returned  to  the  Registration 
Department  as  a  notice  of  such  action.  This  depart- 
ment, in  turn,  will  notify  any  branch  or  station  which 
has  a  duplicate  record. 
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Charges  and  Care  of  Money. 


Lost  Books. 

When  a  branch  book  has  been  lost  by  the  borrower, 
and  is  so  reported  before  becoming  finable,  if  the  book 
is  fiction,  the  uniform  price  of  $1.00  should  be 
charged.  If,  however,  it  is  one  of  a  set  and  may  not 
be  obtained  separately,  the  borrower  is  to  be  charged 
for  the  set. 

When  the  book  reported  lost  is  non-fiction,  the  list- 
price  should  be  charged,  except  in  the  case  of  a  teacher 
who  pays  for  a  book  lost  from  a  deposit  at  a  school, 
when  the  net-price  should  be  charged.  In  sending  to 
the  Central  Library  for  the  price,  when  the  latter  is 
the  case  the  fact  should  be  stated ;  otherwise  the  list- 
price  will  be  sent. 

If  the  borrower  pays  for  the  book  at  once,  he  should 
be  given  a  receipt  (Form  133),  and  the  transaction 
should  be  noted  in  the  daily  cash-book.  Should  the 
book  be  found  and  returned  before  the  end  of  the  same 
month,  the  money  may  be  refunded  at  once,  and  that 
fact  noted  in  the  cash-book.  If  the  book  is  not  found 
by  the  end  of  the  month,  the  following  should  be  en- 
tered in  the  fine-book  (Form  1  73)  in  the  column 
headed  "Remarks,"  on  the  line  of  the  date  when  pay- 
ment was  made:  "Received  from  (name  and  address) 
$1.00  for  lost  (or  damaged)  book,  (number,  author, 
and  title  of  book)." 

If  the  book  is  found  after  the  month  in  which  the 
money  was  paid,  but  the  replacement  card  has  not 
been  sent,  permission  must  be  obtained  from  the  Audi- 
tor to  refund  the  money.  When  the  money  has  been 
refunded,  a  full  account  of  the  transaction,  similar  to 
the  one  already  described,  is  to  be  made  in  the  fine- 
book,  substituting  the  words  "Refunded  to"  for  "Re- 
ceived from,"  and  making  a  reference  to  the  date  on 
which  the  money  was  paid. 

Since  a  receipt  was  given  the  borrower  when  the 
money  was  paid,  he  should  be  required  to  return  it 
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when  a  refund  is  made.  If  it  has  been  lost  he  should 
give  a  receipt  in  its  place.  This  receipt  should  be  sent 
to  the  Auditor  with  other  receipts  at  the  end  of  the 
month. 

After  the  replacement  card  has  been  sent  the  money 
may  not  be  refunded.  To  give  the  borrower  every 
advantage,  it  is  best,  unless  the  book  is  one  in  great 
demand,  to  wait  six  months  before  sending  the  card 
for  replacement. 

If  a  book  had  become  finable  when  it  was  reported 
lost,  and  the  price  of  the  book  paid,  but  not  the  fine, 
when  the  book  is  found  and  the  money  refunded,  the 
amount  of  the  fine  at  the  time  when  payment  was  made 
is  to  be  deducted  from  the  refund.  In  this  case,  the 
whole  refund  transaction  is  first  gone  through,  then 
the  payment  of  the  fine  treated  as  a  new  matter.  This 
is  done  whether  the  borrower  is  over  or  under  sixteen 
years  of  age,  even  though,  in  the  latter  case,  the  fine 
would  be  remitted  after  the  lapse  of  six  months. 

If  partial  payment  is  made  of  the  price  of  a  finable 
book,  the  fine  is  considered  to  cease  at  the  date  of 
such  payment.  Until  the  book  is  fully  paid  for,  no 
receipt  should  be  given  the  borrower.  If  no  fine  was 
due  when  partial  payment  was  made,  and  the  book  is 
returned  later,  the  Custodian  should  consider  the  book 
not  finable,  and  refund  the  whole  amount  paid. 

When  a  book  is  found  for  which  partial  payment 
has  been  made,  the  procedure  is  the  same  as  before  in 
regard  to  refunding  the  money ;  that  is,  the  amount  of 
the  fine,  where  one  is  due,  should  be  deducted  from 
the  amount  paid. 

Should  a  book  be  reported  lost  but  no  payment 
made,  the  fine  continues  to  run,  and  the  case  should 
be  treated  like  that  of  any  overdetained  book. 

When  a  book  drawn  from  Central  is  reported  lost 
at  a  branch,  the  matter  should  be  reported  to  Central 
on  Form  1  62.  If  the  book  is  fiction,  it  may  be  paid 
for  at  once,  and  the  fact  noted  on  Form  I  62,  "Fiction, 
paid."  If  the  book  is  non-fiction,  information  must  be 
obtained  from  Central  as  to  the  price.  If  the  borrower 
offers  payment,  no  fine  is  to  be  charged  for  the  time 
required  to  get  the  information. 

The  procedure  as  to  the  fine-book,  etc.,  is  the  same 
as  in  the  case  of  a  branch  book.  When  the  book  is 
paid  for,  the  amount  paid,  with  the  name  and  address 
of  the  borrower  should  also  be  entered  on  the  daily 
schedule  in  the  column  headed  "Remarks." 
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Care   and   Disposition   of  Money. 


The  Custodian  of  a  branch  is  responsible  for  all 
money  paid  at  that  branch  for  fines,  damages,  etc.,  and 
will  be  required  to  make  it  good  if  it  is  stolen,  except  in 
cases  where  a  locked  door  or  drawer  has  been  forced 
open.  A  custodian  is  responsible  for  her  assistants  as 
well  as  herself.  Great  care  must  therefore  be  taken 
about  leaving  the  money  drawer  unlocked,  even  when 
someone  is  working  near  it. 

When  any  money  is  received  at  the  branch  from 
fines,  sale  of  library  publications,  or  payments  for  los' 
or  damaged  books,  the  amount  with  the  last  name  o; 
the  borrower  should  be  entered  in  the  dailv  cash  book 
The  fines  taken  on  books  drawn  from  Centra) 
should  be  separated  in  the  records  from  those  taken  on 
books  drawn  from  any  other  agency. 

Since  the  money  received  for  lost  and  damaged 
books  is  used  for  the  benefit  of  the  Library,  the  record 
of  all  money  received  for  loss  or  damage,  no  matte- 
how  small  the  amount,  should  be  kept  separate  from 
that  received  in  payment  of  fines. 

The  totals  from  the  daily  cash  book  should  be 
entered  each  day  under  the  corresponding  date  in  the 
fine  book  (Form  173). 

The  money  should  be  checked  up  at  least  once 
every  day,  and  if  necessary,  each  time  a  different  as- 
sistant takes  charge  of  the  cash-drawer. 

At  the  time  of  closing  all  money  should  be  taken 
from  the  locked  receptacle  in  which  it  is  kept  during 
the  day,  and  concealed  in  some  place  agreed  upon. 

The  money  drawer,  as  well  as  any  desk  or  drawer 
likely  to  be  ransacked  by  thieves,  should  be  left  un- 
locked at  night. 

Every  Monday,  all  of  the  money,  with  the  exception 
of  $1.00  retained  for  making  change,  is  to  be  put 
into  an  unsealed  envelope,  together  with  a  memoran- 
dum of  the  amount,  and  addressed  to  the  Auditor. 
This  is  given  to  the  driver  of  the  library  wagon,  and 
a  receipt  required  of  him.  Under  no  circumstances 
should  money  be  sent  in  the  box. 

Although  the  money  is  to  be  sent  every  week,  the 
fine-book  should  not  be  sent  until  the  end  of  the  month, 
at  which  time  it  should  be  forwarded  to  the  Auditor, 
in  the  box,  with  a  summary  inclosed  of  the  amounts 
sent  at  various  times  during  the  month.    On  the  same 
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day,  all  money  (except  $1.00),  no  matter  how  small 
the  amount,  is  to  be  sent  in  by  the  driver  in  the  manner 
just  described. 

The  receipts  given  by  the  driver  are  not  sent  tc 
the  Auditor,  but  are  held  at  the  branch  until  the  fine- 
book  has  been  returned  (signed)  by  the  Auditor, 
when  they  may  be  destroyed. 

Although  the  records  of  fines  taken  on  Centra] 
books,  those  taken  on  books  drawn  from  any  other 
agency,  and  all  money  taken  for  loss  or  damages,  are 
kept  separate,  it  is  not  necessary  to  separate  the  money. 
It  may  be  sent  in  one  envelope. 


Charges. 


In  the  case  of  damages  to  books,  when  rebinding  is 
not  necessary,  the  following  schedule  of  charges  is  tc 
be  used:  — 


Charging  plate  torn  2  cent; 

Bookplate  torn  1 0  cents 

Bookpocket  torn  1 0  cents 

Pages  torn;    for  each  page  1  cent 

Book  soiled,  as  for  example,  by  kerosene, 

ink,  or  mud  1  0  cents 

Books  defaced  by  pencil  marks  1  0  cents 

Moderate  damage  to  binding  10  cents 


When  the  damage  to  a  book  is  such  that  it  must  be 
condemned,  the  full  price  is  to  be  demanded,  except 
where  the  charge  is  by  rule  the  uniform  one  of  $1 .00. 
Prices  may  be  obtained  from  Central,  and  when  pay- 
ment has  been  offered,  no  fine  is  to  be  charged  pending 
an  answer  from  Central.  In  the  case  of  books  lost 
from  a  school  deposit  and  paid  for  by  the  teacher,  the 
short  price  will  be  charged,  that  is,  the  actual  cost  to 
the  Library. 

When  injury  to  a  book  is  such  that  rebinding  be- 
comes necessary,  the  following  schedule  of  charges  is 
to  be  used:  — 

Art  canvas  (fiction  and  some  juveniles)  30  cents 

Half-canvas  or  intermediate  (non-fiction) 

style  30  cents 

Bates  Hall  style,  small  size,   under  9XA 

inches  80  cents 
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Bates  Hall  style,  large  size,  over  914  inches  $1.25 
Bound  magazines,  ordinary  style  45  cents 

Bound  magazines.  Bates  Hall  style  $1.00 


Bates  Hall  style  means  either  full  duck  or  half 
duck  (with  marbled  paper  or  keratol  sides).  The 
latter  style  differs  from  half-canvas  in  excellence  of 
materials  and  workmanship.  One  distinctive  mark  of 
the  Bates  Hall  binding  is  the  cloth  hinge;  another  is 
the  leather  label  bearing  the  lettering.  When  the 
Custodian  is  at  all  in  doubt  about  a  binding,  inquiry 
should  be  made  at  Central. 

All  books  are  to  be  carefully  looked  over  when  they 
are  returned  and  before  they  are  issued.  If  they  arc 
in  poor  condition,  they  are  at  once  to  be  repaired,  sent 
to  the  bindery,  or  condemned.  If  they  are  issued  in 
poor  condition,  for  special  reasons,  they  are  to  bear 
the  slip.  Form  403. 

If  there  is  a  real  question  whether  the  book  was 
injured  while  charged  to  the  borrower,  the  cardholdej 
should  have  the  benefit  of  the  doubt.  Cases  about 
which  the  Custodian  is  not  sure  should  be  referred  to 
the  Central  Library  for  decision. 

(See  circular  of  Nov.  23,  1907.) 

In  collecting  sums  due  for  fines,  losses,  or  damages, 
the  following  must  be  refused:  all  Canadian  money, 
bills  or  coins  that  are  seriously  mutilated,  and  bills  oi 
coins  that  are  so  worn  that  the  denomination  is  nol 
easily  recognizable.  Such  money  will  not  be  accepted 
by  the  Auditor. 

Where  a  book  is  destroyed  on  account  of  conta- 
gious disease  in  a  family  other  than  that  of  the  bor- 
rower, because  of  its  having  been  loaned  by  the  bor 
rower,  the  latter  should  be  charged  for  the  book. 

Where  a  book  is  destroyed  on  account  of  conta- 
gious disease,  when,  had  it  been  returned  on  time,  this 
would  not  have  been  necessary,  the  borrower  should 
be  charged  the  fine  up  to  the  date  when  the  disease 
appeared. 
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Periodicals. 


Until  further  notice,  any  periodical  may  circulate. 

Before  any  periodical  is  placed  on  the  tables  or  is 
put  in  circulation  it  must  receive  the  proper  library 
stamps. 

No  new  periodicals  are  to  be  placed  upon  the 
tables  until  they  have  received  approval  from  the  Cen- 
tral Library.  Send  in  such  periodicals  to  Centra! 
with  a  note,  and  send  also  unauthorized  duplicate 
copies. 

When  a  duplicate  copy  of  a  periodical  is  regularly 
received  at  a  branch,  it  circulates  at  once  for  a  fcur- 
day  period  during  two  months,  and  after  that  for  a 
fourteen-day  period.  When  there  is  only  one  copy 
of  a  periodical,  it  begins  to  circulate  at  the  end  of 
one  month  (occasionally  two  months  when  the  de- 
mand for  it  on  the  tables  is  great)  for  a  four-day 
period,  and  at  the  end  of  two  months  —  that  is,  when 
the  copy  for  the  third  month  has  been  received  —  for 
a  fourteen-day  period. 

A  weekly  periodical  of  which  there  is  no  duplicate 
circulates  at  the  end  of  one  week,  if  the  new  copy  has 
been  received,  for  a  four-day  period,  and  at  the  end 
of  two  months  for  a  fourteen-day  period. 

The  following  current  periodicals  only  circulate  at 
Central,  and  no  others  should  be  asked  for:  Atlantic 
Monthly,  Century  Magazine,  Harper's  Monthly, 
Scribner's  Magazine,  St.  Nicholas. 

A  record  should  be  kept  of  the  receipt  of  every 
periodical.  When  a  number  fails  to  come,  the  pub- 
lisher should  be  notified  on  Form  1 39.  If  there  is 
no  response  after  a  reasonable  time,  the  Central  Li- 
brary should  be  notified. 

Periodicals  that  are  not  on  the  binding  list  should 
be  sent  to  Central  by  volumes  twice  a  year,  generally 
about  two  months  after  the  completion  of  the  volume. 
Volumes  differ  in  time  of  completion  and  this  differ- 
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ence  should  be  noted.  A  list  in  duplicate  should  ac- 
company these  periodicals. 

Periodicals  not  needed  for  binding  may  be  spar- 
ingly cut  up  for  bulletin  work,  or  to  obtain  pic- 
tures for  mounting,  under  approval  from  the  Central 
Library. 

Bound  periodicals  should  no  longer  be  starred 
after  ten  years,  except  in  rare  instances. 

There  is  obtainable  a  list  of  duplicate  bound  perio- 
dicals in  the  Central  Library,  Stack  4,  which  circulate 
freely  without  regard  to  date. 

Great  pains  should  be  taken  to  keep  periodicals 
whole,  clean,  and  in  order  on  the  tables.  Manila 
paper  covers  may  be  used  when  necessary  and  board 
covers  for  magazines  which  circulate,  or  which  under- 
go special  wear  and  tear  and  must  be  preserved  for 
binding.  Certain  periodicals  may  be  kept  tempora- 
rily at  the  desk  if  this  is  necessary  for  their  protection. 

When  a  number  of  a  periodical  which  is  regularly 
bound  is  missing,  its  replacement  should  be  asked  for 
on  Form  1  35. 

Periodicals  that  have  been  approved  for  binding 
should  be  sent  in  at  the  proper  time  listed  on  Form 
229.  When  the  bound  volume  has  been  received  it 
should  be  entered  in  the  accession  book. 
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Restricted  Books. 


Books  in  the  following  classes  are  to  be  restricted 
in  circulation  and  generally  marked  with  a  star:  — 

1 .  Reference  books  (dictionaries,  encyclopedias, 
atlases,  etc.).  In  this  class  the  mark  Ref.  may 
take  the  place  of  the  star. 

2.  Books  not  technically  reference  books  but 
which  are  in  constant  demand  for  reference  use 
(such  as  certain  histories,  and  handbooks  of  art 
or  science). 

3.  Literal  translations  of  the  classics  or  of  books 
read  in  the  original  languages  in  the  public 
schools. 

4.  Expensive  books  with  plates:  rare  books. 

5.  Books  of  a  character  which  unfits  them  for 
general  circulation,  especially  among  young 
people.  This  includes,  for  example,  some 
manuals  of  anatomy,  most  of  the  works  of  such 
authors  as  Smollet,  Fielding,  Sterne,  Byron,  etc. 

6.  Bound  pamphlets. 

The  works  of  Dumas,  the  Elder,  though  not 
starred,  should  not  be  issued  to  young  people. 

A  list  of  books  that  come  under  the  classes  2,  4, 
and  5,  should  be  sent  to  the  Supervisor  of  Branches 
and  Stations  for  approval  in  cases  where  such  a  list 
has  not  already  been  sent. 

When  starred  books  are  constantly  needed  for  hall 
use  they  should  not  be  issued  at  all,  or  very  sparingly 
and  for  limited  periods.  Books  starred  on  account  of 
character  are  not  to  be  refused  to  adults  of  good 
standing  and  serious  purpose.  Literal  translations  of 
books  read  in  the  original  in  city  schools  should  be 
issued  to  pupils  of  these  schools  only  with  the  ap- 
proval of  the  teachers. 

Books  may  be  temporarily  restricted  to  hall  use,  or 
limited  in  time  without  being  starred,  by  the  use  of 
Form  29 1 .    This  should  be  done  when  the  needs  of 
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the  schools  cause  a  special  demand  for  a  book,  or 
when  a  play,  or  some  public  occurrence  creates  a  de- 
mand for  it. 

The  Custodian  is  expected  to  exercise  careful  over- 
sight in  all  these  cases,  enforcing  the  rules  according 
to  her  best  judgment  and  referring  to  Central  in 
cases  of  doubt.  No  one  but  the  employee  in  charge 
of  the  branch  at  the  time  may  issue  a  starred  or  re- 
stricted book,  and  if  this  employee  is  an  assistant  the 
issue  should  be  afterwards  reported  to  the  Custodian. 
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The  Packing  of  Boxes. 


The  pouch  marked  "Cards  and  slips"  should 
contain  only  the  cards  and  slips  sent  in  for 
books. 

The  pouch  marked  "Registration"  should  con- 
tain only  matter  intended  for  the  Registration 
Department. 

The  large  pouch  marked  "Schedule"  should 
contain  only  the  schedule  of  the  books  sent  in 
for  the  day. 

All  other  communications  should  be  placed  in 
the  pouch  marked  "Supervisor  of  Branches  and 
Stations."  They  should  not  usually  be  placed 
in  envelopes  unless  they  are  private  in  character. 
The  pouches  should  be  left  outside  the  box  ex- 
cept the  pouch  marked  "Supervisor,"  which  is 
to  be  placed  inside  the  box  on  top  of  everything, 
so  that  it  may  be  seen  the  first  thing  when  the 
box  is  opened. 

All  books  for  the  bindery  should  be  packed  in 
separate  boxes,  or  made  up  into  bundles,  prop- 
erly marked,  and  sent  in  on  Thursday.  Con- 
demned books  should  be  treated  in  the  same 
way  and  sent  in  on  Wednesday. 
All  bulletins,  catalogues,  and  other  articles  sent 
to  the  Custodian  of  Stock  must  be  tied  up,  prop- 
erly marked,  and  accompanied  by  a  list  sent  in 
the  pouch  marked  "Supervisor."  These  arti- 
cles should  be  sent  as  far  as  possible  in  large 
lots,  and  not  a  few  on  several  days. 
All  periodicals  sent  to  the  duplicate  room  should 
be  accompanied  by  two  lists,  sent  in  the  pouch 
marked  "Supervisor."  The  periodicals  should 
be  sent  as  far  as  possible  in  large  packages,  not 
a  few  on  several  days- 
Books  returned  from  a  branch  or  station,  which 
were  drawn  from  some  other  branch  or  station. 
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should  be  tied  up  and  properly  marked  to  dis- 
tinguish them  from  Central  Library  books. 
When  a  few  deposit  books  are  returned  in  the 
same  box  with  the  books  of  the  daily  issue  they 
should  be  tied  up  and  marked  "Returned  from 
deposit." 

10.  Money  should  be  sent  to  the  Central  Library 
by  the  drivers  of  the  Library  wagons,  who  will 
give  receipts  for  it. 

11.  If  at  any  time  an  extra  box  is  needed,  a  notifica- 
tion should  be  sent  to  the  shipper,  in  the  pouch 
marked  "Supervisor,"  and  the  box  will  be  for- 
warded. 
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Finding  Lists. 


The  following  is  a  list  of  the  Library  publications 
which  should  always  be  kept  in  stock  at  the  branches 
and  stations  for  distribution: 

Catalogue  of  English  Prose  Fiction. 

Annual  report  (last). 

Weekly  bulletins. 

Quarterly  bulletins  (latest  issues). 

Branch  Finding  List. 

Rules  and  regulations. 
No  more  should  regularly  be  kept,  and  those  out 
of  date  should  be  sent  in  to  Central  promptly.  Ex- 
ceptions may  be  made  of  publications  not  on  the 
above  list,  which  the  Custodians  find  in  great  de- 
mand. 

The  set  of  Central  Library  catalogues  in  covers  for 
use  at  the  branch  or  station,  should  comprise  all  the 
most  important  of  those  which  are  to  be  found  in  the 
list  on  the  back  of  the  Buletins  —  two  copies  of 
those  most  used.  Such  are:  the  Annual  lists  (all 
numbers),  the  Quarterly  Bulletins  (present  series), 
the  English  Prose  Fiction  list,  the  French  and  Ger- 
man Fiction  lists.  A  set  of  the  Quarterly  Bulletins 
for  the  current  year  should  be  kept  in  covers  until  the 
bound  volume  supersedes  it. 

Catalogues  should  be  inspected  frequently  to  see 
that  they  are  in  good  condition,  clearly  labelled,  and 
neatly  arranged  on  the  table  or  shelf. 
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Property  Book  and  Annual  Inventory. 

In  the  property  book  should  be  kept  a  record  of 
all  the  property  of  the  Library  at  a  particular  branch 
or  reading-room.  Entries  of  property  received  01 
condemned  should  be  made  chronologically.  For 
example,  if  a  dozen  new  chairs  were  received  on  May 
I ,  they  would  be  entered  on  one  page  as  received  on 
that  date,  and  if  six  chairs  were  condemned  on  June 
1 ,  they  would  be  entered  on  another  page  under  that 
date  as  a  loss. 

On  February  1  of  each  year  an  inventory  of  prop- 
erty should  be  made  out  on  Form  481  and  sent  to 
Central.  A  duplicate  copy  of  this  should  be  kept  at 
the  branch,  for  reference.  Items  that  are  not  provided 
for  on  the  printed  form  may  be  entered  with  a  pen  in 
their  alphabetical  order,  or  nearly  so;  otherwise  they 
must  be  entered  under  the  heading  "miscellaneous,"  at 
the  end  of  the  form.  In  filling  out  the  inventory, 
against  the  name  of  every  article  that  is  not  at  the 
branch,  a  cipher  should  be  placed  in  the  column 
headed  "Number  or  Quantity,"  in  order  that  every 
item  may  be  reported  on  either  positively  or  negatively. 
In  the  case  of  tables,  desks,  chairs,  etc.,  some  brief 
description  should  be  given,  as:  oak  table,  8  ft.  long; 
oak  desk,  5X3  ft.,  with  two  tiers  of  drawers;  bent- 
wood  chairs,  old-fashioned  wooden  chairs  (oak),  etc. 
In  the  description  of  book  cases  the  length  in  feet  and 
inches  should  always  be  given. 

Books  are  not  to  be  included  in  the  inventory. 
Book  cases  actually  built  into  the  wall  should  not  be 
included,  nor  gas  fixtures,  unless  they  are  movable. 
Such  things  as  waste  baskets  and  inkstands  should  be 
included.  Stationery  should  be  entered  only  if  it  is 
in  unbroken  packages  or  large  lots,  just  received. 

Care  should  be  taken  to  distinguish  between  the 
property  of  a  landlord  or  another  City  department 
and  that  of  the  Library. 
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Loss  of  Books. 


To  prevent  the  loss  of  books  the  following  rules 
should  be  observed :  — 

The  reference  shelves  should  be  read  once  a 
month,  or  at  least  once  in  two  months;  the  children's 
shelves  twice,  or  if  time  permits  four  times  a  year. 

Certain  books  that  experience  shows  are  very 
likely  to  be  stolen  are  to  be  kept  out  of  the  reach  of 
the  public. 

Employees  are  expected  to  watch  the  exits,  even 
at  the  expense  of  the  routine  work.  In  some  cases  one 
assistant  at  the  delivery  desk  may  well  be  specially 
designated  for  this  work-  The  janitor  or  an  extra 
assistant  should  sometimes  be  utilized.  The  police- 
man on  duty  should  be  asked  to  keep  special  watch. 
If  he  is  negligent,  a  report  should  be  made  to  Central. 

Employees  are  expected  to  watch  for  missing  books 
from  day  to  day,  not  wailing  for  a  shelf  reading. 
When  a  book  is  called  for,  and  is  not  found  on  the 
shelves  and  there  is  no  record  of  it  anywhere,  it  is,  of 
course,  missing,  at  least  temporarily.  If  there  are 
many  such  cases  there  is  ground  for  suspecting  that 
there  is  an  epidemic  of  stealing,  and  a  report  should 
be  made  at  once  to  Central  in  order  that  extraordinary 
measures  of  prevention  may  be  taken.  In  the  period 
between  shelf-readings  deliberate  tests  should  be 
made  from  time  to  time  bv  selecting  certain  volumes 
and  looking  for  them  on  the  shelves  and  in  the  time 
tray.  If  a  sufficient  number  are  chosen,  the  test  will 
be  valuable. 

Unremitting  effort  on  the  part  of  every  custodian 
and  assistant  is  necessary  in  dealing  with  this  very  diffi- 
cult and  important  problem. 
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Fire. 

The  following  instructions  with  regard  to  fire  are 
to  be  kept  constantly  in  mind :  — 

Against  the  possibility  of  a  fire  breaking  out  the 
custodians  will  take  every  precaution.  They  are  re- 
minded that  the  immediate  responsibility  in  this  mat- 
ter rests  with  them. 

The  custodians  will  see  that  all  matches  are  kept 
in  closed  metal  or  crockery  receptacles,  and  that 
matches  are  carefully  extinguished  and  disposed  of 
after  having  been  used. 

They  will  report  promptly  any  leaks  in  the  gas 
fixtures  or  defects  in  the  electric  lights. 

They  will  report  promptly  any  dangerous  condi- 
tions existing  in  other  parts  of  the  building,  if  the 
building  has  other  tenants  than  the  Library. 

They  will  satisfy  themselves  from  time  to  time  that 
the  janitor  is  managing  his  fire  properly,  and  espe- 
cially that  he  is  regularly  leaving  it  in  proper  condi- 
tion at  night. 

They  will  see  that  no  unnecessary  inflammable 
rubbish  is  left  about  anywhere  in  the  building. 

They  will  see  that  if  the  janitor  smokes,  he  does  it 
in  proper  places  only  and  with  suitable  precautions. 

They  will  see  that  all  assistants  understand  the  use 
of  the  fire  extinguishers. 

They  will  see  that  the  fire  extinguishers  are  in  good 
condition,  and  if  they  are  not  frequently  inspected  by 
the  Fire  Department  they  will  report  the  neglect. 

If  a  fire  breaks  out  while  the  branch  is  open,  the 
Custodian  is  instructed  to  observe  the  following  rules, 
and  to  impress  them  upon  her  assistants  at  the  present 
time  and  constantly  hereafter,  in  view  of  that  possi- 
bility: — 

The  Custodian  or  assistant  in  charge  will  see  that 
the  nearest  fire  alarm  is  rung  at  once.  The  fire  alarm 
box  nearest  to  this 
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She  will  see  that  the  fire  extinguishers  are  used  if 
their  use  is  practicable. 

She  will  have  the  doors  of  all  the  exits  fastened 
open. 

She  will  direct  the  public,  especially  the  children, 
to  leave  at  once,  but  she  will  do  this  in  such  a  manner 
as  not  to  alarm  them,  and  she  will  see  that  they  pass 
out  as  quickly  and  in  as  orderly  a  manner  as  possible. 

Should  the  fire  be  so  serious  that  little  can  be 
saved,  she  will  see  that  the  shelf  lists  are  taken,  the 
time  tray  or  its  contents,  the  fine  money,  the  circula- 
tion book,  and  whatever  besides  may  be  considered 
most  important. 

Should  the  ordinary  exits  be  barred  by  fire  or  fall- 
ing material,  she  will  see  that  the  fire  escapes  or  other 
exits  are  used,  or  that  the  public  and  the  attendants 
are  directed  to  wait  quietly  by  the  windows  for  the 
ladders  which  the  Fire  Department  will  raise. 

To  prevent  needless  apprehension,  it  should  be 
thoroughly  impressed  upon  assistants  that  there  is  no 
branch  of  the  Library  where  the  conditions  are  such 
at  present  that  there  need  be  any  fear  for  the  safety 
of  the  public  or  the  attendants,  provided  ordinary 
precautions  are  taken  and  common  sense  used  in  an 
emergency. 

Custodians  will,  as  a  precautionary  measure  have 
all  their  assistants  (including  those  of  the  Sunday 
force)  read  these  instructions  from  time  to  time. 

Custodians  will  add  to  these  instructions  directions 
that  concern  the  individual  branch,  if  any  seem  de- 
sirable, as  that  a  certain  door  should  have  special  at- 
tention, that  the  police  or  other  occupants  of  the 
building  should  be  notified,  etc.,  etc. 
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Discipline. 


In  cases  of  disorder,  (including  bad  language  and 
insolence),  by  persons  under  eighteen  years  of  age, 
the  offenders  may  be  sent  out  of  the  branch  or  station 
at  once.  In  cases  of  gross  or  continued  disorder  they 
may  be  deprived  of  library  privileges  for  a  week,  at 
the  discretion  of  the  Custodian.  For  exclusion  for  a 
longer  term  than  one  week,  application  must  be  made 
to  the  Librarian.  In  such  cases,  besides  the  full  name 
and  address  of  the  offender,  brief  particulars  of  the 
offence  should  be  given,  and  also  the  name  and  ad- 
dress of  the  child's  father  or  guardian,  and  of  his 
teacher,  in  order  that  letters  may  be  written  to  them. 

When  offenders  are  over  eighteen  years  of  age, 
only  one  day's  exclusion  for  each  offence  is  allowed 
without  application  to  the  Librarian. 

The  names  and  addresses  of  disorderly  children 
may  be  given  unofficially  to  the  local  police  officer, 
who  will  caution  them,  or  the  offences  may  be  re- 
ported to  parents  and  teachers. 

When  a  group  of  children  causes  trouble,  or  is 
known  to  be  likely  to  cause  trouble,  the  children  may 
be  excluded  as  a  group  but  tolerated  as  individuals, 
at  the  discretion  of  the  Custodian.  When  one  or 
more  children  of  a  group  make  a  disturbance,  and  il 
is  impossible  to  determine  which,  all  may  be  sent  out, 
an  opportunity  having  first  been  given  to  the  innocent 
to  disassociate  themselves  from  the  guilty  by  taking 
seats  elsewhere. 

As  a  general  rule,  children  who  have  proved 
troublesome  should  be  required  to  take  seats  where  the 
custodian  can  most  easily  control  them. 

Children  should  be  required  to  have  clean  hands 
before  using  the  books. 

Conversation  which  is  loud  or  continuous,  which 
annoys  readers,  or  is  carried  on  with  no  proper  pu«- 
pose  is  prohibited.    Occasional  conversation  in  a  low 
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tone,  for  a  proper  purpose,  is  allowed,  at  the  dis- 
cretion of  the  Custodian. 

Eating  or  sleeping  in  a  branch  or  station  is  not 
allowed. 

Spitting  upon  the  floor  is  not  allowed,  and  every 
offender  should  be  spoken  to,  and  sent  out,  if  neces- 
sary. 

When  the  branch  or  station  is  crowded,  card- 
holders who  cannot  find  seats  may  be  asked  to  go  out, 
provided  a  short  time  has  been  allowed  them  for 
selecting  books.  Those  who  do  not  hold  cards  should 
be  excluded  first. 

Children  under  twelve  years  of  age  should  be  ex- 
cluded after  7  P.M.,  and  on  Sundays;  but  excep- 
tions may  be  made  in  cases  of  special  hardship,  as 
where  an  older  child  could  not  come  without  bringing 
with  him  one  under  twelve  years  of  age,  or  where  a 
child  under  twelve  must  act  as  messenger  for  oldei 
members  of  the  family,  or  merely  comes  to  return  a 
book. 

Recourse  is  usually  to  be  had  to  the  policeman  only 
as  a  last  resort,  especially  where  adults  are  the  of- 
fenders. 

Custodians  are  reminded  that  in  preserving  ordei, 
the  use  of  tact,  moderation,  and  good  judgment  is 
absolutely  necessary. 

Before  final  action,  all  cases  of  discipline  are  to  be 
decided  by  the  person  in  charge  of  the  branch  or  sta- 
tion at  the  time.  Doubtful  cases  should  be  sub- 
mitted to  the  Supervisor  of  Branches  and  Stations. 
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Conversation  and  Visitors. 


Custodians  are  reminded,  and  are  expected  to  in- 
struct their  assistants,  that  the  following  rules  must  be 
observed  in  order  that  the  public  may  be  properly 
served,  the  routine  work  performed  quickly,  and 
quiet  and  studious  conditions  provided  for  readers: 

Concentrated  attention  must  be  given  continuously 
to  the  work  in  hand. 

Prolonged  conversation  on  other  than  library  mat- 
ters, among  attendants  as  well  as  between  attendants 
and  the  public,  should  be  entirely  avoided,  and  con- 
versation of  any  kind  on  personal  matters,  with  a  few 
natural  exceptions  not  forbidden  by  the  Custodian, 
should  not  occur  during  library  hours,  and  should 
never  in  any  case  interfere  with  the  service  of  the  pub- 
lic or  the  routine  work. 

Personal  visitors  are  not  to  be  received  during 
library  hours  except  by  permission  of  the  Custodian. 
When  the  permission  is  given,  the  visitor  is  to  be  taken 
aside,  if  it  be  practicable,  to  a  part  of  the  branch  or 
reading  room  where  conversation  will  cause  the  least 
disturbance  to  the  public.  Such  visits  during  library 
hours  are  to  be  discouraged  by  all  employees,  and  the 
few  interviews  that  may  be  necessary  are  to  be  made 
as  short  as  possible.  The  Custodian  is  responsible  for 
the  regulation  of  visiting  during  the  hours  of  her  ab- 
sence from  the  branch. 

Every  one  is  reminded  that  in  dealing  with  card 
holders  or  readers  who  have  a  tendency  to  prolonged 
and  aimless  conversation  with  library  employees,  tact 
should  be  used  to  avoid  waste  of  time,  without  offence 
to  anyone. 

Each  custodian  is  instructed  to  give  her  personal 
attention  continuously  to  enforcing  these  rules. 
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Reading  while  on  duty. 


Employees  of  the  Branch  Department  while  on 
duty  should  read  only  by  permission  and  under  direc- 
tion of  the  Custodian.  The  reading  should  be  of  a 
kind  that  will  better  fit  them  for  their  work.  As  a 
matter  of  course,  even  if  the  time  permitted,  this  would 
not  include  the  consecutive  reading  of  fiction  or 
periodicals.  Glancing  at  fiction  and  periodicals, 
especially  the  latter,  in  order  to  become  acquainted 
with  the  contents  in  the  interest  of  the  public,  is  per- 
mitted when  the  Custodian  especially  directs  it. 

The  new  books  should  be  noted  as  they  arrive,  by 
members  of  the  force,  and  the  Custodian  should  from 
time  to  time  give  explicit  descriptions  of  the  subject 
and  contents  of  these  books,  and  indicate  the  value  of 
some  of  them  for  reference  work. 

Reading  for  recreation  only,  during  library  hours 
is  prohibited.  When  work  is  light,  as  sometimes  may 
be  the  case  at  the  issue  desk,  the  Custodian  is  expected 
to  provide  occupation  in  addition  to  the  ordinary 
routine. 
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